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'  ..  J.n,nu-'.ry  14,  1S43 


TILUTSPOETATIOF  im  ^AiEHOUSING  BHINCK  :SM0RA1TIUM  NO.  3 


To:  All  personnel  in  the  Branch 

rrom:         W.  C.  Crov/,  Chief- 

Subject:     Custody  .^.nd  Disposition  Division-Procedure  in  the  Order,  Trans- 
■Dortation  p.nd  pelivery  Unit,  Shir)T-)ing  Section 

PITCSDUHS  FOR  AIAIHTAIHIG  VEIJPORS  AVAILAB^LITZ  Allp  TOH  OHIOiiHIIIG 
TR:1HSF3R5  .  ' 

1.  Pu rchr. s e  A o streets.     The  .Corunodity  Branch  Lirdson  Officer  -as-r 
signed  to  each  Sub-Unit  is  res"oonsible  for  providing  the  Ousted;/' 
•ajid  Disioosition  Division  vdth  co'olcs  of  each  mirchase  abstract. 
Abstracts  are  nurabored  serially  ."nd  care  rniiGt  be  exercised  to 
see  that  a  coin-olete  set  is  secured.     Co"oies  of  the  abstract  are 
distributed  to': 

(1)  Appropriate  Pos ting.  Cle rk  througri  the  He-d  of  the -Com- 
modity Sub-Unit, 

(2)  Conimodity  Accountability  Section  (Mr.  Quinn) 

(3)  ..  Stora.'^G  Section  (ivlr.  Osgood) 

Typist  Pool  ("Mrs.  Crook)  for  maintenance  of  a  central  file. 
(5)      Assistant  to  the  Section  Chief  (Mr.  Brock) 

2.  Par cha s e  Cent ra- 1 s .     The  Purchase  Contracts  vdll  bo  filed  in 
the  ^oa'^ic '51  ty  Branches,  and  Liaison  Officers  from  these  Branches 

are  res-'^onsible  for  providing  the  Order,  TrnjiS'^o rtation  and  Delivery 
Unit  r/ith  coT)ies  of  the  contracts  or  information  contained  therein, 
v/henevcr  one  or  the  other  is  requested. 

3«         Parchase  >kinouncenients .    Liaison  Officers  are  also .  responsible 
for  the  distribution  of  mirchase  announcements  in  .the  same 
manner  .as  -mrcho.se  abstracts: 

(1)  Head  of  appro-oriate  Coiimiodity  Sub-unit 

(2)  Coj,:irodity  Accountability  Section  (Mr.  Quinn) 

(3)  .  Storage  Section  (Mr.  Osgood) 

(4)  Tyoist  Pool  (Mrs.  Crook)  to  be  filed  -.dth 
Purchase  Abstracts 
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Parchase  Cr.lendar.     In  arldition,  Liaison  Officers 
are  rcs-T-onsi -jIo  for  kGC"oing  the  Order  and  Dolivorj 
"Uhit  ir.lorned  cf  "or  y-Dosed  wrchases  b;/  r)ro  vidin^;  a 
copy  of  all  Parchase  Calendars  to: 

(1)  Chief  of  the  Unit  (Mr.  Guthrie). 

(2)  Head  of  the  a;3 "orot) riate  Su'o-Unit. 

(3)  Assistant  to  the  Section  Chief  (Mr.  Brock). 

Pail;;-  Ee'oort  of  Purchases.  Co'oies  of  the  Drdly  Z-'oort 
of  Parchases  v.'ill  'oe  received  fro;a  Marketing  Reports 
Section  (iJr.  Parthing)  and  distributed  to; 

(1)  Chief  of  the  Unit  (i,Ir.  Cruthrie). 

(2)  Assistant  to  Section  Chief  (i::;.  Brock). 


CoiiLTiodity  Sub-Unit. 

Posting  Availabili t'/  Cards.     Contrcact  Posting  Clerk 
transcribes  data  on  Purchase  Abstract  to  Vendor 
Availability  Pecord  Card  (S'om  P3-12)  ,  "orenaring  a 
se-oare.te  availability  card  for  each  f.o.b,  ooint 
listed  in  the  abstract  and  coding  such  f.o.b.  -ooints 
-01,  -02,  etc.  ,  in  sviccession.     This  code  n^Ja-iber  is 
■olaced  at  the  end  of  the  contract  n"Ojnber,   (e.g.  22191-01) 
and  iriust  be  shovm  on  s.ll  Transf er-Porwarding  Ticket 
Control  Poms  (Poru  P3-13) .     It  is  not  to  be  shovm,  hov/ever, 
on  the  Bills  of  Lading  and  Notices  to  Deliver  which  are 
later  ^ire^Ds^red  from  lorm  PP-13.     In  addition  to  avail- 
ability cards  for  each  f.o.b.  point,  se'oarate  cards  are 
made  wo  for  each  different  grade,  -oack,  size,  etc.,  of  a 
commodity  -ourchased  under  a  single  contract.     In  this 
instance,  the  avoroririate  contract  n-umber  (or  sub-contract 
number  if  there  is  more  tlian  one  f.o.b.  point)  xs 
re-oeated  on  each  card.     It  is  es"oecially  in-oortant  that 
separate  availability  cards  be  ireoared  for  every  coinno- 
dity  -mrchased  to  neet  xmusual  conditions  of  clinate, 
shin-oing,  handling  and  the  like.     Pinally  the  comLiodity 
"Oiiits  sho'/Tn  on  a'^/xii lability  card.s  must  be  identical  to 
the  "ourchase  tmits  listed  in  the  abstract. 

DisiJosal  of  Abstracts.     Contract  Posting  Clerk  notes 
"■^"Com-oleted"  on  cooy  01  Abstract  and  files  it  by  date  of 
■ourchase.  ■  Posting  Clerk  then  distributes  Availability 
Record  Cards  to  a-T.-rcoria-te  Order  Clerk, 

Filing  of  Yend-or  Availability  Cards,     Order  Clerk  rilaces 
availability  c-.:.r:lo  in  an  active  file  arranged  by  c omno da ty , 
Sta,te  of  Yend^or,  and  contract  nuinbc-r  or  delivery  date.  The 
filing  system  for  each  Sub-Unit  is  as  follo^-'s: 


"*  3 

Pruit  and  Yeyre table  -  By  Comrodity,  State  and  Contract  iJurn''oer, 
Dairy  and  Poultry  -  3y  Commodity,  Sta^:e  and  Contract  Uumbor. 
Moats  -  %  Corrraodity,  Vendor  and  State. 

Q-raln,  ?oed  and  Seed  ~  3y  Commodity,  State,  Point  where  nro- 
censed  or  held,'  nnd.  Contract  IJamber, 

S-n c c i al  Comino di t i e s  -  Sy  Commodity,  State  and  Contract  Kumher. 

Requests  for  Transfer.     It  is  the  nrimary  resDonsiMlity  of 
the  Order  Clerk  to  have  com^iodities  moved  as  they  "oocome  avail- 
aole.     Unless  general  disposition  inctructions  have  ooen  gi'^^n 
■orcviously  by  the  Head  of  the  Comiiiodity  Suh-Unit,  the  Order 
Clerk  T)re-oares  in  long-hojid  duiolicate  coDies  of  the  Transfer- 
]?orv;ardin-g  Ticket  Control  (Porm  PB~lo)  and  at  the  saii^e  tii.io 
posts  to  the  availability  Card  the  .amount  awaiting  assignment 
of  consignee.     (He  does  not,  however,  reduce  the  balance  avail- 
able ■un.tii  a,  final  tjrood  coi^y  of  Porm  PB-13  is  returned  to  him 
from  the  Tyoist  Pool.  -  Sec  Page  9,  Paragra-oh  l).     The  form 
PB~15  is  next  routed  to  the  Head  of  the  Sub~Unit,  who  will  make 
assignment  of  consignee  and  War  Shi"oping  Administration  serial 
number  on  the  basis  of  loading  req-airemcnts  and  inform-ation 
furnished  by  the  As^istnit  to-  the  Section  Chief,   (Mr,  Brock), 
The  dUTDlicatc  co-o;/  of  the  .long- hand  Form  PB-13  is  retained  by 
the  Order  Clerk  for  informational  purooses,  while  the  original 
is  being  -oroccssed  througli  the  office, 

TIio  Order  Clerk  should  be  careful  at  this  looint  to  -orcToare  a 
se-oaratc  ticket  for  er.ch  consignee,  (for  cxam-olo,  several 
different  wQ.rchouses  or  a  warehouse  and  an  out"oort).  Care 
should  also  be  taken  that  no  ticket  orders  a  movement  of 
more  tlxan  99  cars,    TTnen  more  than  99  ca,rs  are  involved  in  a 
single  shi-oment,  two  or  more  individual  tickets  shall  be 
■orenared.  •  . 

iifter  assignment  of  consignee,  the  Order  Clrrk  posts  the  correct 
Delivery  Order  i^omber  syxabol  for  the  shpoment,  (See  ordiibit  A). 
Ho  now  has  the  f-cst)onsibility  for  seeing  thcat  the  Form  PB-13 
progresses  through  the  follov/ing  general  stoiDs: 

(1)  Head  Order  Clerk  notes  ujider  "Remarks"  whether  the  T-noist 
Pool,  in  "-ire-t-varing  the  Notice  to  Deliver,  should  instruct  the 
vendor  or  v/arehousoman  to  follow  Plan  "A",  Plan  "B",  or  Plan 
"C"  in  the  distribution  of  his  documents, 

(2)  Tro.ns-oortation  Officer  in  the  Sub-Iiiit  sur)-olies  routing 
information  and  initials  his  instructions. 


(•3)      Req-oisition  Control  Clerk  (Mrs,  Younlcin)  in  the  office  of 


the  l&iit  Chief  assigsis,  as  appropriate,  II?0  or  Heq^uis- 
ition  ITumber. 

(4)  Deli^rer7  Order  iTuja1:er  Clerk  (llv.  Liatiieson)  in  the 
Office  of  the  Unit  Chief  supplies  the  next  delivery 
order  nuhfoer  in  the  series, 

(5)  Call  xorv/ard  3\Tan"ber  and  Qj/IR  (Qp.arternaster  Helease) 
are  fiirnished,  vhen  necessary,  t'.'at  is,  -rlien  the 
rnover.ient  is  to  nort,  hy  the  ODT  Permit  Clerk  (Mr.  Horn) 
in  the  Office  of  the  unit  Chief. 

(S)       ly^ist  Pool  (Mrs,  Crook)  tyoes  ^,nd  distributes  the 
aiDpropriate  number  of  J'orns  P3-13,  ITotices  to  Deliver  ' 
and  Bills  of  Lading  from  the  Order  Clerk's  long-hand 
co"oy  of  Porm  P3-13. 

Since  the  general  T^rocedure  outlined  above  is  modified 
slightly  for  different  tyoes  of  iiovenient  or  hilling,  more 
detailed  instructions  for  ea.ch  a.re  .given  belo'''.', 

Rush  Shipments,  'l-'ien,  for  any  reason,  a  -hi'^r.ent  must  be 
handled  in  a  rush  m;anner,  the  follov.dnjj  'Dractice  is  to  be 
observed: 

(a)  •   Only  the  Sub-Unit  Head  or  the  Trans-oortation  Officer 
can  desigiiate  a  shi^-imont  as  "ru-sh".     Other  members  of 

the  staff  vrho  fool  that  a  given  shi'oment  is  urgent 
should  secure  a  clearance  from  the  Sub-Unit  Chief; 

(b)  On  such  shipments  the  word  "Rish"  is  r-ritten  in 
large  letters  on  the  face  of  the  long-hand  co""ies 

of  Porm  PB-13.     This  designation  is  in  tu.rn  co^oiod 
by  the  Tyoist  Pool  on  the  tyoed  copies  of  the  form; 

(c)  Tfncn  the  Order  Clerk  receives  the  t^foed  co;oies 
back  from  the  TToist  Pool,  he  is  to  turn  over  the 
duplicate  long-hand  copy  of  the  Eush  Porm.  P3-13 

to  the  Trans-'Dortation  Officer  v/ho  is  responsible 
for  folloT.dng  the  shir)mont  through; 

( d)  As  the  car  cards  evidencing"  shiprzCnt  and  oth.or  chan;7;es 
in  status  are  received,  the  Record  Clerk  m.alces  the  a-->r)ro— 
i:)riate  entries  on  the  record  cor)y  of  the  rush 

form  PS-13  and  -orovides  this  informuation  to  the  Trans- 
portation Officer  immediately. 


(g)  Sast^d  on  this  infomation  wid  such  addi tionr.l,  inf ornation 
.'.s  may  be  aYailr..>3lo ,  the  TransTDortation  Officer  is  to  maintain 
close  chock  on  the  movement  and  take  such  action  as  is  nec- 
essary to  insure  its  com-oletion.     In  general,  the  Trans- 
portation Office  T/ill  see  that  all  oi-ders  are  com-oleted  on 
schedule,  i.e.,  sufficient  quantity  novo s  ou.t  to  cover  the 
order  nnd  all  cars  mr^Jcing  un  this  quantity    .arrive  at  des- 
tination on  sched-ule.     To  this  end  the  Tra»ns-oortation  Offiser 
kee-os  a  close  check  on  r.ll  tickets  paid  car  numhers  a-o-olied 

to  those  tickets. 

(a)      liovement  from  Vendor  to  Port.     If  the  comnodity  is  to  he 
moved  directly  ircm  vendor  to  port  for  e:coort  or  is  to  oe 
moved  to  an  inland  diversion  -ooint  for  later  disr)osition 
instructions,  the  Order  Clerk  follows  the  r>rocGd^lre  out- 
lined "oreviousiy  in  ■iaraj:;raph  4, 

(h)  Moveuent  from  Vendor  to  Mrn.rehouse.     If  the  conriodity  is 
to  be  moved  directly  to  the  warehouse,  the  Order  Clerk 
routes  the  long-hand  coioy  of  ?ora  PB-13  to  the  Storage  Sec- 
tion (l.ir.  Osgood)  for  assigni.ient  of  v.'arehouseman.    A  "He- 
quest  for  Transfer  Ticket  to  Storage"     (J'orm  P3-15)  will 

be  i:)repared  by  the  Storage  Section,  all  co'^^ies  of  v;hich  are 
returned  by  the  Comnodity  Sub-Unit  for  a-o-'^roval  and  routing 
instmctions  of  The  Trans-oortation  Officer.    After  approval, 
all  copies  are  routed  to  the  a,"o"'^ro"oriate  Order  Clerk,  who 
no '7.  rirepares  the  final  long-liand  draft  or  drafts  of  P3-13. 
The  Order  Clerk  ne:ct  obtains  a  Delivery  Order  iJumber  from 
the  Office  of  the  Unit  Chief  (Ordinarily  no  liFO  or  Eequi- 
sition  ITumber  is  needed),  notes  this  nvmbor  on  all.  co-oies 
of  ibrn  P3-15  for  the  Storage  Section  in  a  letter  tray  pro- 
vided for  that  "ouroose,  •^aid  t?ien  routes  the  long-hand  co-oy 
or  co-oics  of  Perm  PS-13  to  the  Pool  for  tyaing. 

(c)      I,Iove..:ent  out  of  Tifarehouse.     If  the  commodity  is  to  be 
moved  out  of  storage,  uoon  the  initio-tion  of  the  Order  Clerk 
or  \ipon  the  initiation  of  the  Head  of  the  Sub-I5iit,  the 
Order  Clerk  receives  an  assigniaent  of  consignee  from  the 
Sub— Uait  Head  as  for  a  movement  from  vendor  to  Port,     The  ■ 
procedure  outlined  "oreviously  in  Paragra-oh  4  is  followed 
here,  vdth  the  addition  that  v/hen  the  a-o-oro-oriate  docuinents 
are  returned  to  the  Head  of  the  Sub-I5iit  for  signature,  (See 
paragraph  "G"  under  distribution  of  forras)  the  Trans-oortation 
Officer  attaches  his  co-oy  of  the  "inbound  exnense  bill"  to 
these  doc-uunents  before  mailing  them  to  the  rrarohousejiien, 

(a)      Billing  Prepared  in  ^Yashington.     ^Jhen  the  Bill  of  Lading 
•  (Std.  Po-m  1058)  and  the  llotice  to  Deliver  (PPc  Porm  1512) 
are  to  be  -orepared  in  T/ashington,  the  -procedure  previously 
outlined  in  Paragra-oh  4  is  followed  by  the  Order  Clerk, 


^  6  - 


7»  ("b)      Billing  Pre-gared.  in  the  Jield.    V/nen,  in  order  tc  exoedite  ^IdTi- 

■  ment,   tlie  Sill  of  Lading  and  the  ITotice  to  Deliver  are  T^renared  at 
some  tilling  office  other  than  77?^-shington,   the  Order  Clerk  -orepo.res  a 
■Dreliirdnary  long-hand  co-dv  of  Jom  P3-13  and  -oosts  to  the  Availaoility 
Card  the  quantity  o-waitin^;  shipnent.     He  then  ^:ire-oares  t^^-oed  telet^.-Ded 
Laessage  to  the  an'oro-oriate  field  office  for  the  cignat'ore  of  the  Head 
of  the  Sub-Tjnit, 

If  a-nplication  on  the  ticket  is  to  ho'iivade  in  ^Ja--3hin ^ton ,  this  infor- 
nation  vdll  he  included  in  the  tc^li^tToo  and  the  Torra  P3-13  can  oc  con- 
ploted  at  once  oy  the  Order  Clerk  in  the  usual  raanncr.     If,  hov/ever, 
a.-oplication  to  the  ticket  is  to  Dc  made  in  the  field,  the  lonW:r,nd 
conj  of  S'orin  P3-13  is  immediately  "olaccd  in  a  "Pending  Info r;r;ation" 
file,  with  a.  co^oy  of  the  telotjrDC  attached.    As  notific-ation  of  shi-o- 
iQonts  on  the  ticket  come  through  fro-n  the  field,  the  Order  Clerk  pre- 
pares a  ?orm  P3-13  for  tj^oing  and  regular  distrihution,  excc-ot  that  he 
should  note  on  the  ticket  the  fact  tlvat  the  Bill  of  Lading  and.  the 
Ifotics  to  Deliver  have  a.lready  "been  -ore-oa.red  in  the  field.     It  is  nr.r- 
ticularly  inpoortant  that  a  so-oa,rate  ticket  he  m.ado  for  each  individual 
shi'jrnont  on  the  d.a.y  notice  of  the  shiiament  is  received,  rather  than 
wait  until  all  shi-oments  on  o-  ticket  are  coiiroloted.     In  ca.ch  case, 
s-oecific  notation  is  to  he  made  on  the  ticket  that  it  represents  hut  a. 
partial  aiD"olication  (e.g.  ."This  ticket  covers  10  cars  out  of  00  on  this 
Order  Ifiunher").    ^Further,  the  ticket  covering  the  final  shi-onient  should 
clearly  state  th-;.t  it  coi.raletes  auplications  on  the  Ord^cr  x«iunDcr,  It 
is  tho  ros'oonsi Dili ty  of  the  Ord.er  Clerk  to  exrj^ine  this  "Pending  In- 
formation" file  d.aily  and  to  3-.\Dmit  to  the  Head  of  the  Suo-Unit  a 
v;ritten  riei.iorandun  listing  tickets  on  ^■•]:iich  inf orrria,tion  from  the  field 
is  overdue, 

(c)       Conuacrcial  BjH  pf  Loading.     Porn  P3-13  must  he  -ore-?ared  and  dis- 
triouted  in  tho  rcguJ.ar  }nanncr  in  every  instance  where  conditions 
nccossitate_  telegr'a'ohic  advice,  directing  the  shi-:)Ocr  to  xise  a  com- 
mercial hill  of  lading  for  which  a  Govorriment  hill  of  lading  is  later 
to  he  exchanged. 

Notice  to  the  shipper  is  generall^^  made  o:;.  comi:.ercial  telegram.  This 
telegram  is  prepared  for  the  signature  of  the  Hca.c.  oi'  the  Suh-Unit. 
All  co"oios  are  ro^ited  to  the  I'rans-aortation  Officer,  -vho  is  resoonsihlc 
for  distrihuting  co"oies  as  foilov/s: 


Original  and  copy  1  -  Telegranh  Office 
Cor)ies  2  cc  o  -  A^^'^ro~^ria.te  Field  office 

(either  Nev;  York  or  San 
Francisco ) 
Copies  4  &  5  -  Central  files 

Copy  6  .  -  Trans-oortation  Officer 

Coryy  7  -  for  filing  in  Suh-hhit 


.^.riOndjRcnts  nnd  Cancollations,     Ih  change  in  corfinocli balances  availr."ble  from 
vencior  sh/j-ll  be  nade  on  i'orm  P3-12  unless  Form  P3-13  is  -ore-oared  and  distri- 
buted as  outlined  herein.     In  cases  of  amendnents  or  cancellations  of  dis- 
•oosition  orders-,  Por.Ti  PB-13  must  be  -oreriared  and  shall  reflect  clearly  the 
fact  t:U',t  it  rer)resents  an  araendment  or  a  cajicellation, 

Hotice  to  Odt^oort  Re-oresentati ves .     Ordinarily,  Oat-oort  Representatives  will 
receive  info nrnation  on  shipments  to  their  riorts  through  the  co-oies  of  'Form 
P3-13  and  PBO-3  'orovided  for  this  r)urDOse,     In  those  instances  where  shi-oment 
are  handJled  by  v/ircs  or  'ohone ,  or  -vhere  for  any  other  reaf^on  the  -oreriaration 
and  distribution  of  the  Form  PB-13  or  P30-3  is  delayed,  it  is  the  responsi- 
bility of  the  Order  Clerk  to  see  that  notice  by  v;ire  is  sent  to  the  Outrjort 
EcT^rescntativo, 

A  vdred  notice  to  the  Out'oort  Rapresentative  should  also  be  sent,  v/hcnever 
the  haul  is  relatively  short  and  the  "orobability  is  that  tho  shinraent  v/ill 
arrive  at  the  outoort  -orior  to  recei-ot  of  the  ticket.     This  v.drod  notice  is 
■oarticularly  imrjortant  vrhen  the-  shi-nmont  is  handled  by  truck  and  the  Oatport 
Representative  v/ould  have  difficulty  in  securing  notice  of  arrival, 

Notices  of  Roconsignment^    Y/hcn  it  is  necessary  to  reconsign  cars  from  on 
track  at  divorsion  -ooints  and"Dorts,  the  reToresento-ti ve  at  these  noints  must 
sut)-oly  the  head  of  the  appropriate  commodity  sub-unit  v/ith  the  actual  car 
m.uabers  to  be  reconsigned,  showing  the  definite  destination  to  v/hich  they  ml 
be  reconsigned.    The  aroroToriate  sub-unit  head  '-.dll  then  suToly  the  repre- 
sentative v'ith  a  ticket  number  for  ea-ch  destination  a.nd  each  coraraoditjr  show- 
ing the  sub-numbers  to  be  applied,     "/hen  'che  co;ar:odity  sub-unit  supplies  this 
information  by  telephone  or  ^-'i re,  provision  must  be  ma^e  for  immediate 
notification  of  the  action  to  the  Coimnodity  Acccuintabili ty  Section.  This 
notification  may  be  made  by  a  long-hand  copy  of  PBO-3. 

Perm  PBO-3  is  to  be  ti^A^^ed  and  distributed,  as  soon  as  possible,  in  accordance 
v;ith  Paragraph  P  under  Section  10. 

Distrib--ition  of  Porms,  Distribution  of  Porra  PE-15.-  PBO-3,  .  Bills  of  Lading 
and  Kotices  to  Deliver  shall  be  made  b;;-  the  Typist  Pool  (Mrs.  Crook)  in  all  ' 
cases.     The  appropriate  distribution  are  as  follows; 

.Transfers  Direct  from  Vendor  to  Port. 
XT)     Perm  tB~i:;i  -  Orginal  and  five  copies. 

Original  -  Cominodity  Sub-Units,  to  appropriate 

Record  Clerk  through  Order  Civ; rk  v/ho 

prepared  original. 
Copy  1      -  Transportation  Officer  in  appropriate 

'  Commodity  Sub-Unit»> 
Cooy  2    •-  Commodity  Accountability  Section  (Mr.  Qainn) . 
Copy  3     -  Appropriate  Outport  Repre-sentati ve. 
Copy  4     -  Reqtiisition  Control  Clerk  (Mrs.  Younlcin), 
Copy  5     -  New  York  Office,  150  Broadway,  Attn.  Mr.  Evans. 

(2)    Bill  of  Lading    Original  and  ei^ht  copies 

(std.  Perm  1058). 
Original  and  7  copies  -  Vendor 

Pink  copy  -  Tr.^-nsportation  Officer  in  -ppropriate  Commodity 

Sub-Uni  t , 
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11.  (contintied) 

(■j)  notice  to  Deliver  -  Orif-;inal  and  three  corbies 

'(Forra  1512) 
Origina,l  r?.nd  one  C007  -  Vendor 

Copy  2  -  TjAiiist  Pool  -  Piling  Clerk  (to  be  filed  nith 

lon-?^hand  co'oj''  of  ?orm  PB~13  "by  conunodity  and 
delivery  order  number. 

Copy  3  —  Ar)-oro"oriato  field  office 

(4)  Letter  of  Transaittal  -  Ori£:inal  only  -  Vendor. 

5.  Transfers  from  Vendor  to  Warehouse: 

(1)  For;.!  P3-13  -  Original  snd  five  co"oies  ordinarily: 

Qi-igina^l  and  2  co'^ies  -  as  in  A  (l)  above. 
Coioy  3  -    -  Stor',;;e  Section  (Lr,  Osgood), 
Co-i^y  4       -  Requisition  Control  Clerk  (Mrs.  Younlcin) . 
Cop3''  5       -  llevi  York  Office,  150  Sroadway,  •'i-ttn,  Mr.  3vans, 
Co'oy  6       -  (A-o"oro"oriate  Out^oort  Ee-orcsentati vc  only  if 
warehouse  is  located  in  si'ne  city) . 

(2)  Bill  of  Lading  -  As  in  A  (l)  above, 

(3)  llotice  to  Deliver  -  As  in  A  (2)  above. 

-  (4)  Letter  of  Tir>ns-aittal  -  As  in  A  (s)  above. 

C.  Tra  ns  f  e  rs  f  rom  ';^roho  us  e  to  -  Po  r  t : 

(1)  Porm  P3~13  -  Original  and  ai--  co-oics: 

Original  and  2  co":)ies  -  as  in  A  (l)  0/00 vc, 

Co-oy  3         -  Storage  Section  (i.Ir.  Osgood), 

Gq-oy  4-         T- Ar)iDrooriat3  Out'oort  Rcioresenta.tivo. 

Coriy  5         "  Requisition  Control  Clerk  (Mrs.  Younkin). 

Co"oy  6         -  ITew  York  Office,  150  Broad'my,  Attn,  l.ir,  Evans, 

(2)  Bill  of  Lading  -  Original  and  eight  co'-ncs: 

Origino.l  and  7  copies  -  Vi^.rehour^c  concerned. 
Pink  cony  —  Transportation  Officer  in  a.-'T^rooriate 
Co  imnc  di  ty  Sub-Un i  t . 

(3)  Notice  to  Deliver  -  Original  and  four  coaies: 

Ori;-:inal  and  1  CQ-oy  -  ''.Tarchouse  concerned. 

Go-oy  2  -  A-oaro-oriate  (Pield  Office). 

Copy  3  -  Storage  Scctioii  (I'r,  Osgood). 

Copy  4  -  T;5n5ist  Pool,  to  be  filed  vith  long- hand 

co'oy  of  Torm  P5-15,  'by  commodity  and  delivery 

order  n^jraber. 

(4)  Letter  of  Transmittal  -  Original  only. 
Original  -  "Tarehouse  concerned. 
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D.  Trojisiors  from  Warehouse  to  Tarchouso; 

(1)  Porm  PB~13  ~  Ori.Tinal  and  five  cor>iGS  ordinarily: 

As  in  3  (l)  above. 

Sill  of  Lriding  -  As  in  C  (2)  atove. 

(3)  lloticc  to  Dolivor  "  As  in.C  (3)  above, 

(4)  Lotter  of  Trrnsrnittal  -  As  in  C  (4)  above, 

E,  Transfers  to  Section  32  from  GCP  Stocks. 

(1)  Office  of  Chief,  of  Order,  TransTDortation  and  Delivery 
Unit  v.dll  receive  a  list  from  the  Distribution  Branch 
(Claude  I/Iorris)  requesting  the  quantity  and  commodity 
required,  shor/ing  the  State  Order  number  and  distri- 
bution for  each  carload.    This  list  v/ill  be  forwarded 
to  the  amro^riate  Commodity  Sub-Unit. 

(3)  Transfers  to  Section  52  from  TJarohouse;    Term  P3-13  to 
be  -ire-oared  in  orie'inal  and  3  co"oies  and  distributed 
as  lolloY/s: 

Original  ~  Comrodity  Sub-Unit,  to  aooronriate  Hecord 
Clerk,  throU;2;h  Order  Clerk  v;ho  -ore-oared  original, 

'Copy  1       ~  Corr:.-aodity  Accoimtabili ty  Section  (llr.  Q)j.inn) 
Copy  2    ■   ~  Stora^^.-e  Section  (Mr,  Os>gDod) 
Co -or  3       -  Hcquisi-tion  Control  Clerk  (lirs.  Younl<in) 

ITotice  to  Deliver;     Original  and  3  copies: 

Original  and  one  "co-oy  —  Warehouse  concerned. 

Copy  2       ~  Ar)-oropriate  Pield  Office 

Coioy  3       -  Tynist  Pool,  to  be  filed  nith  long-ha,nd 

co-oy  of  ?orm  PS-13,  by  comiaodity  and  de-^ 

livery  order  niMber. 

He consignments  from  Diversion  Point  to  Port, 

(1)  Form  P30-3  -  Original,  and  f i ve  copies; 

Original      -  Comi-aodity  Sub-Unit,  to  a-c-jro-oriate  Eecord 
Clerk,  through  Order  Clerk  who  -^reoared 
original. 

Oovy  1         -  Traais-oortstion  Officer  in  a,r)-oroToriate  Com- 
modity Sub-lhit. 
CoT):/  2         -  Commodity  Accountability  Section  (Mr.  Q,uinn) 
Oo'o-f  3         —  Aorjropriate  .  Out-oor-c  Re-oresentati  ve,- 
Co-oy  4         -  Iter/  York  Office,  150  Broadway,  Attn.  LIr.  Evans. 

G.  Samm.ary  of  jbrms  Distribution  to  Conanodlty  S\ib-Unit:  In  most 
inst.ances  the  Tyoist  Pool  ?dll  return  the  following  documents 
to  the  Kead  of  the  Sub-Unit  for  signature  and  raailing: 

(1)  Bill  of  Lading  -  Original  and  seven  coT)ies: 

(2)  Ifotice  to  Deliver  -  Original  and  one  cony. 

(3)  Letter  of  Transmittal  -  Original  only. 


The  i''ollov:in  =■  docuricnts  '"ill  oc  returned  zo  oho  Sao-Unit  for 
iilin:c:s : 

(1)  Jorin  P3~lo  -  Original  and  one  conj, 

(Original  filed  Dy  Hccord  Clerk). 
(Co^7  filed  "oy  Trans-port'-^tion  Officer). 

(2)  Bill  of  Lading  -  Pink  dony. 
(iTilod  by  T'rang-oorta-bion  Officer). 

(3)  ?orn  PBO-3  -  Ori  _dnal  and  one  coriy. 

(Original  filed  "by  Secord  Clerk), 
(Go"oy  filed  by  Tr'vns-oo rtation  Officer). 

H.  Daily  Heca-p.  of  Tjclcet-s  Iss'j.ed.     The  T,^^ist  Pool  ^.'ill  hold  the 
co-oios  of  fona  PS~13  and  fori.i  P30-3  for  Outoort  and  Diversion 
Point  P.c'oresentati'/es  until  the  end  of  the  day,  when  tliose  copies 
vdll  oe  segregated  and  mailed  to  the  appropriate  re-oresent- 
ative.    As  reflected  in  the  distributions  set  forth  ahove,  the 
llevi  York  Office  viill  receive  a  copy  of  ever;;,'"  form  P3-13  a.nd  form 
PSO-3  that  if,  prepared.     Before  i^.ailing,  however,   the  pool  shall 
prepare  in  original  and.  four  copies  a  daily  summary  listing  all 
tickets  issued  that  day.     The  distribution  of  tlais  daily  r^-cap.  si: 
"be  as  lollo-.Ys: 


PI10CEDU35  FOR  :  AIlTTAiyiHg  POSITIOIT  COZTROL  3SG03DS. 

1.  Eeceipt  of  Form  PB-13  in  Co:;.ij-aodity  Su^o-Unit.     Uoon  receipt  of  foi-m 
P3-13  from  the  Typist  Pool,   the  Order  Clerk  verifies  the  quantity 
ordered  as  well  as  the  consignee,  "ooth  of  ^/hJ-ch  were  originally  re- 
corded on  the  Vendor  Amila'oi.lity  Record  Card  (Form  ?3-l.'^).    He  then 
posts  the  Delivery  Order  ife.fcer  on  uhat  card  and  routes  Form  P3-13  - 
to  the  Record  Cler]:  "fho  files  it  according  to  the  ty^e  of  movement, 

2,  Receipt  of  Car  Cards.     T^.vo  copies' of  the  "car  cards"  shoving  shipment 
are  received  in  the  office  of  the  Unit  Chief,  (llr,  Guthrie).  3oth 
copies  are  carefully  checked  to  insure  that  th.ey  a/re  identic-. 1  a:td 
"both  copies  a.re  stamped  vith  a  serial  nuaocring  machine.     Both  copies 
must  display  the  ssjne-  n'.imoer.     One  set  of  cards  is  then  sorted  by 
Conmiodity  and  routed  to  the  Record  Clerk  concerned  in  the  appropriate 
Com-modit;-"  Sub-Unit.     Tiio  remaining  set  is  routed  to'  t-he  Corj-.odity 
Accountability  Section  (Mr.  (^inn)  for  recorda,tion. 


Copy  1 
Copy  2 
Copy  3 
Copy  4 


Original 


Requisition  Control  Clerk  (Urs.  Younlcin). 
Commodity  Accountability  Section  (l.iiss  I.IcPhail), 
As-dstsnt  to  Section  Chief  (:."r.  Brock), 
San  Francisco  Office  (ivir,  Levi), 
k'ew  York  Office  (i.h-.  3vans), 
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3.  ?.ccei")t  of  Dally  Ro-^orts.    Daily  tele gra-ohic  re-oorts,  listing  'iny  changes 
in  tho  status  of  cars,  aro  received  from  Outport  Re-nresentatives  and 
cort;.\in  ro--oresontatives  stationed  at  diversion  '-)ointr..     These  tole- 
gro.r)hic  re-Dorts  are  received  "by  the  Office  of  the  Unit  Chief,  in  duoli- 
cate  and  -^.re  sC:i,TOsated  according  to  the  comuoditic-s  assii:7i.2d  to  er„ch 
Sub-Unit.     One  copy  is  cut  utd  accordinf^  to  coior-;odity  grour)ing  and  tiio 

■     -oarts  are  routed  to  the  aT)v^ropriatu  Suh-Unit,     The  remaining  cotov  is 
routed  to  the  Com.-odity  Accountability  Section  (ivir.  Q,uinn). 

4.  Reccir^t  of  TTeehly  Writt^^n  Her)orts>    Weekly  written  re-oorts  are  likcr;isc 
rcceivjd  from  Oixt-oort  Se-prcsentatives  nnd  Representatives  at  diversion 
r)oints.     These  are  received  in  the  Office  of  the  Unit  Chief,  in  =-,even 
co-oies,  and  are  distributed  as  follows: 


CO'Oy  1  -  Commodity  Accountability  Section,  (iir.  Q,uinn) , 

Cor)y  2  -  Office  of  Unit  Chief,  (llr,  Guthrie). 

Cony  3  -  Fruit  and  Vegetable  Sub-Unit, 

Co-oy  4  -  Dairy  and  Poultry  Sub-Unit. 

Co-o-r  5  -  l'c3,tg  Su.b-Unit. 

Copy  5  -  Grain,  Peed,  Seed,  Sub-Unit, 

Co''oy  7  -  ,S-occial  Comoditv  Sub-Unit. 


5.      Ma,intenanco  of  Position  Control  ?iles; 
(a)  Movenent  iro?n  Yen^^or  Direct  to  Port. 

(1)  "Ordered  to  Port  but  not  Shi-p-ood"  file.     Uoon  rccci-ot  of  a  t^^DOd 

Ibrm  P3-13  irpu  tlie  Order  Clerk,  re-or^centing  a  shiO  'iont  :''rorn  a  vendor  direct 
to  an  out'oort,  the  Record  Clerl-:  files  this  in  •.  note-book  by  comjnodity, 
"pro.::ran  of  use"  and  "J"  number.     This  constitutes  his  "Ordered  to  Port 
but  not  Ship-i;?ed"  file. 

(2)  "Snroute  to  Port"  ?ile.     "iien  the  Record  OlerJ:  receives  a 
Car  Card,  he  checks  the  card  against  his  "Ordered  but  not  ■Shi-o-ied" 
file  by  recorrUng  in  the  ao'oro'oriate  colu.ms  of  form  PS-15;   (l)  the 

,    date  of  shi-oment ,  (2)  the  net  weight  of  each  car  siid  (S)  the  car 
n'jjnper,     (See  -oaragra-!^h  4  below  for  use  of  this  car  number).     If  a 
discrepancy  is  found  hers  betv'een  the  quantity  ordered  '"^..ad  the  ru=^.ntity 
o,ctually  shi-o")ed,  this  sha\:.ld  be  called  to  the  attention  of  the  Head  of 
the  Sub-Unit  for  adjustment  of  vendor  availability.     If  ca.r  cards  3.re 
received  for  'vhich  the  Record  Clerk  has  no  co rres-oonding  Porm  PB-13, 
this  should  be  called '  immediately  to  t/ie  a.ttention  of  the  apt)ro73riate 
Order  Clerk  for  ^re-oaration  and  regular  distribution  of  ?orm  PS-13, 
Likewise,  if  an  existing  P3-13- should  be  amended,  this  should  be  called 
to  the  attention  of  Order  Clerk  for  -ore-oaration  and  distribution  of  a 
corrected  P3-13. 

After  com'^lotion  of  this  check,  car  cards  are  ^^jlaced  in  nn  "Snrou-te  to 
Port"  file,  according  to  comi.iodity,  "orogram  of  use,  and  outT)ort.-  Tlais 
file  then  becomes  a  record  of  all  coi-raodi ties  w^iich  are  in  transit  to  port. 
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(0)  _||0n  Travel:  _at  To'-t^^  lile.  When  the  Record.  Cle::lz  --^-zeiYe"  tele..;r".-;hic 
r.dvise  tl\r>.t  a  crxrload  lot  "ims  arrived,  .-t  -^.n  outport,  h~  lix^ts  the  c^.r  card' 
.fro;n  his  "Snrout^  to  Port"  file  and  places  it  in  an  "On  Tracl:  Fort" 
position,  filed    ccordin:;;;  to  co;nmodity,  proposed  use  (i.e.  United  Kingdom, 
Carihoean,  etc.)  and  out  port. 

'^'^■^     "Lifted  at  Port"  file.     After  receivins  rord  that  the  ca-:lot  has  oeen 
lifted,  the  Eecord  Clerk  notes  the  date  of  lifting  on  the  car  cards,  refers 

oack  to  the  initiating  5'orm  P3-lo  and  notes  "lifted  _(date)"  opposite 

the  car  ntun"ber  v'hich  the  card  covers.  He  then  places  the  card  in  a  "Lifted 
at  Port"  file  arranged  "by  conunodity  and  program  of  use. 

At  the  end  of  each  month,  the  "lifted"  ca.rds  are  sent  to  the  Com.:'.oditv 
A.c  count  ah  ilitjr  Section  as  a  permanent  record  of  dis-oosition. 

(o)    i:ov enent s_ _f J^offl_  Tendo r  Direct  to  Warehouse. 

(1)  "Ordered  to  V;^ardious_e_jbut_jiot  Shipped_"  _Pil_e.     In  addition  to  his 
"Ordered  to  Port  out  not  shipped"  file,"  the"  Pecord  Clerk  maintains  an 
"Ordered  to  '^rehouse  hiit  not  Shipped"  file.    This  consists  of  all  Ponas 
PB-13  hearing  "7"  delivery  order  sjoiihols.    *They  are  filed  in  a  note-hook 
"by  corciodity  and  "!7"  numoer. 

(2)  "Snroute  to  "Warehouse"  Pile,  Upon  receipt  of  a  car  card  sho^^ying  ship- 
ment from  Vender,  the  Becord  Clerk  follov/s  the  same  procedure  as  for  move- 
ment from  vendor  direct  to  port.     (l)  entering  in  the  form  P3-13  the  d-^.te 
of  shipment  and  the  net  --eicht  of  the  car,  (2)  calling  discrep'^ncies  and 

.  overdue  movements  to  the  ^ttentirn  of  the  Head  of  the  Sub-Unit,  and  (3) 
inforraing  the  appropriate  Order  Clerk  if  the-^e  is  no  corresponding  Porm 
Pj3-13  on  file. 

After  completion  of  this  check,   the  ca-r  cards  are  placed  in  an  "Eiirov.te 
to  Warehouse"  file,  according  to  comx'iodity,  location    of  warehouse  and 
tentative  program  of  use.     Shis  file  is  then  a  record  of  all  com:  odities 
\'hich  are  in  transit  to  v/arehouse. 


(3)     "Available  in  !7arehouse"  file.    U:~on  notification  from  a  ■'■r rehouse- 
nan  that  shipment  has  been  received,  the  Becord  Clerk  posts  the  "lot 
nuj-nber"  on  the  appropriate  car  card  and  moves  from  the  "Snroute"  position 
to  an  "Available  in  l^arehouse"  file,  arranged  "by  comnodity,  loc'^.tion  of 
warehouse,  and  tenta.tive  program  of  use.    As  with  vendor's  '^v^.il.'^bility, 
it  is  the  primary  responsibility  of  the  Order  Clerk  to  move  commodities 
in  "svarehouses.     Once  each  month,  ho\7ever,  a  committee  composed  of  the  Head  of  the 
Sub-Unit,  the  Commodity  Branch  Li'^ison  Kan  and  Mr.  Austin  of  the  "franspor- 
tation  cand  TiJiar eh -.-using  Branch  -ill  reviev  a  tabular  summary  of  all  com- 
modities in  "-arehouses  to  insure  prompt  movement. 

(  c )    IiloV ement  from  Wo. r eli ou ses . 

(1)     Transfer  from  Tarshouses.    Upon  the  instructions  of  the  Head  of  the 
Sub-Unit ,  the  Order  'Cl erk  prVpn.r e e  a  form  PB-13  to  move  carloads  from 
storage  to  an  outport  or,   in  some  instances,  from  stor-^ge  to  storage. 
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The  same  procedure  is  follc'-ed  here  n.s  for  movements  from  vondor  vith 
rei^-alr.T  distribution  of  forn  FB-13  b"  the  Typist  Pool.  TTnen  the  Record 
Cle.-.'k  receives  the  orii^jinal  copy  of  the  form  P3-13,  he  pl-^.ces  7.t  in  a 
note-book  file  "Transferred  froa  Stora.f;e  but  Hot  Ship-ned",  arro.iv-ed  by. 
comiiiodity,  progr-ca  of  nee,  a.nd  delivery  order  number. 

j'l-nroute  tjD__Por_tJ'  or_"Enroute  to  Warehouse"  P_ilf5_s.  Upon  tele-sr^/ohic  notice 
of  shipment  fro:n  \rrehouse,  the  Record  Clerk  enters  on  th9.  form  ?B-13  the 
do.te  of  shipment,  net  r/eij^'it  of  e-:^ch  car,  r.nd  the  car  nunber.     He  then 
lifts  the  car  card  from  his  "Available  in    larehouse"  file,  notes  the  new 
deliver^'  order  nujnber,  date  of  sh"'praent,  and  consignee  on  the  card,  .-ind 
places  it  in  hio  "Snroute  to  Port"  file,  together  n-ith  the  cards  for  move- 
ments from  vendor  direct  to  port.     If  the  carlot  is  moving  from  one  v-are- 
iiouse  to  another  ■"/arehouse,  the  same  notation  is  iafi,de  a.nd  the  car  ca.rd  is 
placed  back  in  the  "Snroute  to  Warehouse"  file  along  ^dth  the  cards  for 
moverr.onts  from  vendor  direct  to  v;arehouse.     If,   in  certain  iiistances,  the 
car  is  mbving  from  v^-arehouse  to  p  diversion  jf'Oint.  the  card  i";;  placed  in 
his  "Enro'ite  to  Diver'^ion  Point"  file.     When  a  car  card  is  received  from 
the  field  for  this  transfer  from  storage,  this  nev  card  shall  be  st-.pled 
to  the  face  of  the  origina.l  car  ..card  and  shall  move  with  it  in  the  position 
files. 

¥■92^^^ ^^'■'^23  "Vendor  to  Diversion  Point. 

(1)     "Ordered  to  Diversion  Point  but  not  Shipped"  Pi_lej_    The  Record  Cle-i-k 
also  m.-i,intains  an  "Ordered  to  Diversion  Point  but  not  Siipijed"  file  for 
shipments  ordered  from  vendor  to  a  diveryion  point.     The  Forms  P3-13  are 
filed  in  a  sepa.rate  notebook  accordiii:?,-  to  com.-'iodity,  tentative  prograjn 
of  use,  and  "T"  n'oraber. 

(?:)     "Zi]n.route  to^  Divergion  Point"  Pile;  Upon  receipt  of  a  car  card  shoe- 
ing shix^ment  from  vendor,  the  Record  Clerk  checks  his  "Ordered,  to  Diversion 
Point  but  net  Shipped"  file  by  reco.rding  on  the  form  P3-13,  as  previously, 
the  date  of  shipment,  the  net  weight  of  each  car,  and  the  car  nuinber.  Dis- 
crepancies and  overdue  shipments  .are  called  to  the  attention  of  the  Head 
of  the  Sub-Unit,  and  the  ap;oropriate  Order  Clerk  is  informed  if  there  is 
no  corresponding  Form  P3-13  for  a  car  card. 

After  completion  of  this  check,  car  cards  are  placed  in  an  "Earoute  to 
Diversion  Point"  file,  acccrdint,,  to  commodity,  diversion  point,  and 
tentative  pro.gram  of  use.     This  file  is  then  a  reco.rd  of  all  coniAodities 
A^daich  are  in  transit  to  a  diversion,  point. 

^'^^     "0^,  Track  at__Dr/erGion_Point_"  Pi_lej    Upon  notification  that  a  car  has 
arrived  at  diversion  point,  the  Record  Cie.rk  lifts,  the  appropriate  car  card 
■from  his  "Snroute  to  Diversion  Point"  file  and  places  it  in    an  "On  Track 
at  Diversion  Point"  position,  according  to  coim'aodity,  divert: ion  point,  and 
tentative  program  of  u?e.     Ite.ily  the  Record  Clerk  will  give  to  the  Head  of 
the  &j.b-Unit  a  writ-ten  memora.ndum  lisfiiig  cars  "On.t.rack  at  Divertjion  Point" 
and  showing  the  date  of  arrival. 

(4)     "Enroute  to  Port"  and  "Enroute  to  Warehouse  files;  After  the  head  of 
the  Sab-Unit  has  given  instrt).ctions  for  reconsignment ,  the  Order  Clerk 
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prepares  a  RecoiiGi^-nrneiit  Tr'j.nsf e-V-I'o:n7'?":ding  Ticket  (Fojrr-:  ?oO-5) ,  After 
the  xransport'>tion  Officie.r  ha.s  s-applied  routing  inf o:?ra.?.tion  cut  before 
the  delivery  order  iroJiioer  is^olDtained,  the  form  ?'oo-3  £ast  bs  cleared 
throf.gh  the  office  of  the-  "Unit  Chief,  (LIr.  G-uthrie)  for  coordination  of 
shipping  instructions.     After  this  ap-,roval  has  "oeen  signified,  the 
or  requisition  number,  the  delivery  order  nujuber,  and  the  Ci.'P.  nuuaber  a,re 
apxolied  in  the  office  of  the  Unit  Chief,  a.nd  the  lox^  Poo-"  is  routed  to 
the  Typist  Pool  for  typing  and  distribution. 

When  the  P.ecord  Cleric  receives  the  typed  Jorm  P50-o  froii  the  I'^'-pist  Pool, 
he  reraoves  the  appropriats  car  cards  from  the  "On  Track"  position  and  notes 
on  them, the  date  of  reconsignn:ents,  ne^T  consignee,  and  new  delivery  order 

■  nuxiber.     If  the  reconsigned  ca.rlot  is  raoving  to  port,   the  card  is  placed 
in  the  "Snroute  to  Port"  file,  together  i---ith  cards  for  move/ient  direct 
from  vendor  to  port.     If  the  reconsignment  is  to  warehouse,  the  ca,r  card 

is  placed  in  the  "Siro-cite  to  warehouse"  file  '-^dth  cards  for  inovenents  direct 
from  vendor  to  ^--arehouse.     If,  hovrever,  the  warehouse  is  lo::.tec.  near  the 
diversion  point,   the  ca.rd  may  be  placed  iraraediatel^'"  in  the  "Available  in 
Warehouse "  f il e . 

(5)  "Heconsigned  from  Diversion  _Po_int"  File;     The  typed  form  P30-5  is  now 
filed  "by^lihe  RecordT^Clerk"  inT  aT^^Ps  consigned  to  Port  but  not  Shipped"  file, 
or,   in  a  ierr  instances,   to  a  "Heconsigned  to  Warehouse  b-at  not  Sliipped" 
file.     These  t^-o  "reconsigned  from  diverEion  point"  files  are  maintained  as 
separate  sections  in  the  same  notebooks  as  the  "Ordered  to  Port  but  not 
Shipped"  and  the  "Ordered  to  Warehruse  b'dt  not  Shipped"  file,  cand  are  filed 
according  to  comr.iodity,  progr'^m  of  use,  and  delivery  orde'r  nU'-:ioer. 

(6)  Jfe.intenance  of  Car  Card  Pile,  Ths  maintenance  of  accur.-^te  and  complete 
Car  Cards  Pil'es  is  of  tho  utmost  importance,  consequently,   if  for  anj'- 
reason,   Cards  arc.  removed  fror;  the  file,   care  must  be  taken  to  see  tl^at 
they  arc  replaced  prom.ptly, 

17.'  Movements  for  _Cash  Sales  to  ^^7_i _]^^-J7j__ J^}^- 

(1)     Cash_  ailes_Pi2_e:    A  shipping  ticket  must  be  prepared^and  distributed 
for  every  cash  saie  in  order  to  ma.intain  accurate  availability  records. 
Porm  P3-13  sha.ll  be  used  for  ca-3h  sales  directly  from  vendor  or  from  ware- 
house and  form  PBO-3  ( reconsigncient)  for  cash  sales  from  diversion  point 
or  from  outport  position.     In  these  instances,  the  first  delivery  order 

■  sjTTibol  vill  be  "D".    Upon  receipt  of  a  "D"  ticket,  the  Pecord  Clerk  removes 
the  appropriate  car  card  from  the  position  files  and  places  ^it  in  a  "Cnsh^ 
Scales'"  file,  according  to  commodity,   consignee  (I.e.  A\-my,  ITavy,  etc.)  and 
delivery  order  number.     The  forrm  PB-13  or  form  ?3'^3  is  placed^ in  a  note- 
book file  of  "cash  sales  tickets",  arranged  by  cominodity,  consignee,  and 
"D"  nujnber.     These  filee  should  then  be  a  record    in  th:  Order  and  Delivery 
Unit  of  all  cash  sales  made. 

raOG^^SUHEJ^ORJiAJl^M  .^9PJP.^- 

1.     Requirements.   Infor:;ation  on  geneml  requirements  '/ill  be' received  by 
the  AJsistant  to  the  Section  Chief  (Ur.  Brock).     This  sMl  be  communxcated 
to  the  Chief  of  the  Order  and  Delivery  Unit  (Mr.  Guthrie)  and  in  turn  to 


each  of  the  Heads  of  the  Commodity  Sao-Units  in  raemoranduia  for.u.  The 
Heads  of  the  Comy.iodity  Sab-Units  v;ill  act  on  this  advice  for  c.'eneral 
disposition  of  coiiiraodibies.     This  same  procedure  also  be  followed  for 

specific  loadin^f^  reouirenents. 

Reoxiisition.  All  Lend-Leac;e  requisitions  ;yill  "be  received  in  the  Office 
of  the  Unit  Chief  (Mr.  Guthrie)  by  the  Hequisition  Control     Clerh  (lirs. 
Younlcin) .    Upon  receipt  of  a  requisition,  the  Chief  of  the  Unit  will  in- 
form the  ap  .ropriate  Coim^iodity  Sub-Unit  Head  by  meraorandi:u-a.  Hequisition 
control  records  "ill,  ho^.^ever,  be  maintained  in  the  office  of  the  Unit 
Chief  ,  including  a  numerical  file  of  a,ll     tickets  issued.     All  lE'O  and 
veqi-.isition  numbers  will  be  assigned  to  Order  Clerks  from  this  central 
point,  as  well  as  delivery  order  numbers  for  all  progr'\ms.     Since  quan- 
tities actually  shipped  from  vendors  are  frequently  different  from 
quantities,  ordered,   the  Hequisition  Control  Clerk  ^rin  contact  the  various 
P.ecord  Clerks  to  obtain  accuro,te  information  on  the  total  net  r/sight  shipped 
from  vendors  under  each  requisition.     These  d-jatp..  are  available  from  the 
completed  "J"  tickets  in  the  "Ordered  to  Port  but  not  Shipped"  and  the 
iteconsigned  to  Port    but  not  Sliipped"  files  of  the  Eerord  Clerk. 

PJISP0HSI3ILITY  FOR  PL077  OF  DOCUlvIElIT' S. 


The  Assistant  to  the  Unit  Chief  (Mr.  Cay.ialier)  is  responsible  for  seeing 
tkat  the  flow  of  papers  in  and  out  of  the  Order  and  Delive  ^r  Unit  is 
expeditious  and  uninterrupted.     I.Iembers  of  the  st-^ff  rho  do  not  receive 
the  required  information    p!romptly,  or  fo-T  ?ny  reason,  are  unable  to 
supply  the  outgoing  information  promptly,   should  discuss  the  natter  with 
him. 
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•T  v2j  iPHOKE  DIE hCTQRY 


OHDgR,  Sh-'LIVhUY.  A1:D  THANSPORT-f.TIOIT  IPJIT 

•  ROOM  HO. 


Jen  C.  G-ctlrrie 

tL'u^ene  Kilej'' 
Robert  ?.  Csirialier 

.AitATS  3U3-Ui;iT 

Art  hoi"  >iead 
Arthur  G.  C-&rvey 
fidv.'ard  G- err i son 
Preston  r-ale 
Charles  Pe&rl 
Mar*tha  Ball 
Mrs.  V/illsrd  3rasch 

Vacancy 
ilwood  Clark 
Alfred  iiarsden 


Chief,  Order  &  Transportation 

d-  Delivery  Unit 
Assistant 
Assistant 


Head,  Meats  Sub -Unit 
Transportation  Officer 
Head  Order,  Clerk,  Canned  Meats 
Order  Clerk,  Canned  Meat 
Order  Clerk,  Canned  ivlsat 
Order  .Clerk,  Smoked  &  Cured  Meats 
Order  Clerk,  All  barreled  Pickled 
Meats  &  Frozen  Meats 
Head  Order  Clerk,  Lard  &  Misc.^.\ 
Order  Clerk,  Lard  &  Pork  I'ats 
Order  Clerk,  Oils 


DAIRY  &  POULTRY  SU^B-UIJIT 


Howard  V/,  Leng 
■Sen  Dunn 
Nina  i.iajjro 


Edward  J.  ■."/aters 
De&ne  Henderson 


Head,  Dairy  &  Poultry  Sub -Unit 
Transportation  Officer 
Head  Order  Clerk,  Dry  Skim  Milk, 
Condensed,   tiVs.po rated  &  Dry  Whole 
Milk 

Head  Order  Clerk,  Cheese  &■  Butter 
Head  Order  Clerk,  All  Type  "'ggs 


FRUITS  &  V     ^T/.3L  fiS  SUE -UIJ IT 


Tom  J.  Jov;d 
Taylor  Jones 
Greorge  Rotijno 
Oren  T,  fiason 
Bonner  K.  i^8,bors 


Sam  She] 


Head,  Prij.it  &  Vegetable  Sub-Unit 

Transportation  Officer 

Head  Order  Clerk,  Canned  Fruits 

Order  Clerk,  Canned  Fruits 

Head  Order  Clerk,  Dried  Fruits  & 

V  egetables 
Order  Clerk,  Dried  Fruits  & 

Vegetables 


0747 
0744 
0747 


0733 -A 

0739 

0745 

0745 

0745 

0739 

0739 
0739 
0739 
0739 


0733 -A 
0723 


0727 
0723 
0727 


0719 

0721 
0719 
0719 

0719 

0719 


ELT.  m 

5635-6 
4197-6 

5535-6 


308$ 

4311 

3149 

3149-2 

5446 

4819-2 

4&19-2 
3631-2 
3£3l-2 
3631-2 


3086 
5S80 


3635-4 

4843 

4900 


3664-5 
6249 
3664-5 
3664-5 

3664-5 

3664-5 


s?  hy;  I  at,  ifwr/.')  i'"  t  hs 

ROOl-I  ITO 

XVwWi-A     Xi  w  • 

ciLT.  KG. 

Hf3^3/i     S  'ip^tpI    n nTn''Tnrl  i  t. t  Svib— UTiii'. 

JJ-  C  wKX  y       W      C  w  X  C<X      v  \J  J  JX- *  ^           \j  -X      ^      *>J  iJm\J  VllJ-i; 

0744 

4-1 S  7 

X  l  CXa.i o  JUX  udLiXVy^X  wX^XOCX 

0744 

4197 

V/n  cin"''*      i  1  1  1  nin 

1  *  J>  JL  O      ,h.X     ^  X  X  J.  X  Ui 

vXcXiS.|    X  i.  oxi 

074-4 

4197 

•  »  X  X -L.  X  >-^^     -.vj.  C:^„DCX 

VxyLcx     >^Xc^-«^«    *sciv  cax    ii^v^xco   wC    xuu  ai^K^w 

0744 

4197 

0750 

6674 

Vivian  Pelter 

Order  Clerk,  Army  Biscuits  & 

■  li          Cn'^Tiicv^  i  t.  i  p <? 

0744 

1197 

Anna  ^'lin-in 

Order  Clerk,  Vitamins  &  -Acids 

0744 

4197 

Walter  jSo^les 

Order  Clerk,  Cotton 

0751 

o457 

Mary  3irca 

Records  on  all  Co.ioiodities 

0744 

^£197 

G-HAIiT,  Ft  Hi;  &  Si-ilD 

SUB -UN  12 

li  pB.nv  111     I  o  p1  1  pt* 

rrypin     Foprl         Sr^pd  SuId— Unit 

0750 

5674 

&  eor^e  Bo ege 

transportation  Officer  \, 

0750 

5874 

Order  Clerk,  Seeds 

0750 

c;e79 

Tred  Je".son 

Head  Order  Clerk,  P.ice,  Grain 

Feed,  and  Flour 

0750 

5674 

Hollister  Rhine 

Order  Clerk,  Hice,  Flour,  cc  G-rain 

0750 

5874 
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Delivery  'Order  Nuri'ber  Syra"bols 
for  All  Prograris 


EXHIBIT  A 


Dcliver;v-  Order  Hunliers  used  to  identify  shipments  for  all  programs  are  prefixed 
"by  a  sj-nbol  of  four  letters.  The  first  letter  indica.tos  the  general  t;;rpe  of 
inovement,  the  second  letter  the  program  holding;  the  title  to  the  shipment,  and  the 
thii'd  and  fourth  letters  the  progrsjn  of  use  (!,■©•  consignee).    Thus,  TP — signifies 
a  GO?  purchase  moving  to  an  inland  point  for  diversion,  and  FP— indicates  a  G-GP  ; 
purchase  moving  to  an  o^itport  for  e.xi-)ort  under  Lend-Lea.se,     In  the  la.tter  cane, 
FPAS  represents  an  export  to  the  United  Kingdom  and  TFAP.  an  export  to  the  Soviet 
Union, 

The  letters  a,ssignsd  f<)r  these  specific  purposwts  are  as  follows: 
PIRST  L3TTSP.;     (Tj-pe  of  Movement) 

InlaJid  moveraent  -  for  diversion  .,T 

for  storage  W 

to  processor  P 

for  sa^lvage  ,  R 

to  another  program. ...  ,   S 

Exijort  movement  -  under  Lend-Leace  ,  P 

to  another  program,  '  S 

All  sales  for  cash  D 

Por  account  of  another  agencj''  ,K 

SEQOin)  LPTT^p;     (program  Holding  Title) 

Section  32  prograiTis  M 

Program  J- 56a  Pw 

Tefense  Aid  Program  B 

program  TE?  H 

Program  CSP  G- 

P  rograjTi  G-CP  ,  P 

Special  X 

Other  agency. .  .o  Y 


•TEIP.D         POUP-TH  LETTEPS:  (program  of  Use) 

Consignee 

United  Kingdom  A3 

British  (Military  Possessions)A3 

U.S.H.H  

Pree  Prench  AP 

Poland.  AP 

Yugoslavia  AY 

Salvage  AS 

U,  S,  JTavy  AIT 

U,  S,  AiTRy  AA 

U,  S,  Marine  Corps  AD 

Colonial  Liaison  AL 

HussiaxL  War  Belief  ,  .  .,AW 

Sv/eeden  AG 

Switzerland  AK 

P.ed  Cross  AJ 

Any  Section  32  Programs  M 

Ca.riohean,  AC 

Hc.-aii  AH 

"Sot  ce.rmarked  AO 
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Consignee 


Letters 


Return  to  vendor  , . . . ,  Av 

Exi:)erimental  ,  AX 

Reject  to  carrier....,,..,  AU 

Buffalo*  ynse  AZ 

Alaslca  (interior)  AT 

Individual  or  Corportations  3A 

Turkey  3B 

G-reece   .3D 

Defense  Supply  Corp  BE 

ITorth  Africa.  BP 

CiQord,  of  Inter-Amer.  Affairs  BG- 

RuTsh  e    Ec  s  c  tvq  (5a  r . .  .tf|^>  .  C. ,  \  .135 

Ped,  of  Icelandic  Society. .31 

Sta^Dilizatii^n  Q^rp,,  Ltd...  3J 

Vet,  Admin  BK 

Wf»lfare  3L 

Maritiras  Ccmmission. .....  t  BM 

Pighting'  Prench,  ,BP 


